Table of Contents

Module 1 Introduction

WOrkShop LOGIStICS ...vveeuveieiieiieiieie et
How to Get the Most Out of This Workshop...........cccceevveeeierennen.
WOrkShOp ODJECHIVES......veevieeiieeiieiieeie e
WOTKShOP CONLENLS ....veeevieeeiiieeiie et
PMBOK® GUIAC ...ttt

Module 2 Project Management Concepts

Project Management in the Enterprise Environment

Sys-tem-a‘tion.

Project Management Overview
PMO V3



Table of Contents

What Defines a Successful PrOJECt? ......co.ooioiiiiiiiiiiiiieeet ettt 20
The Project Management TrANGIE ........c.ecvieiiiiiiiiiie ettt staesreestaestaesaaeseaesneas 21
CritiCal SUCCESS FACLOTS.....uiiuiieiieiieiiee ettt ettt et e st e st e st e bt e beesteesseesseenseenseas 22
The Project Manager’s Skills and KNOWIEAZE .........ccuevviiiiiiiiiiiiicieciie et 23
The Project Manager’s ROLE.........c.oiiiiiiiiieeee ettt sttt s esneesneesaeenneas 24
The Project PATtiCIPANTS.......cccviiiiiieiieiteeieetestestteettestteettesttestbesstesseesseesssesssesssesssesssesssesssesssesssesssensees 25
The ProOJECt SPOMSOT ....c.viiiiiiiiiitiiee sttt ettt sttt bbb bttt sbe e e 26
The StAKEROIACTS .....cueeiiieeeee ettt ettt ettt et est et et e eae e st e s e eneeneeneenes 27
The ProJeCt TEAM.....ccueieiiieiieeie ettt sttt sae e st esaee st esatesseesbeesbeesseesseesneenseenseas 28
The Project ENVITONMENL.......c.cccviiiiiiiiieeieeiectesie et stte et ste st esttesteesteestaestsesssesssesseessaesssesssesssessenses 29
CUltUTe AN SEYLE. .eeeeimiiiiiiee ettt b ettt sttt sttt 29
SEIUCTUTE ...ttt et ettt ettt et e bt et e e bt e at e e st e enbeeabe e bt e bt enaeenteenteens 30
Project Management SYSIEIM ........cctetiririeiereneeiete sttt ettt sttt sttt sbe st esa et be e ennes 30
Ky Learning POINTS ........cccuiiciiiiiiiiiie ettt sttt e sttesttesete st estaesteesteestsesssesssesssesseesssesssesssesssessenses 31
Module 3  The People Side of Project Management... .33
THE PEOPIE STAE.....uviiiiiiiieiiciectecee ettt ettt e b et esteesteesabe s bt e ssesssesseessaestaesssesssenssanseas 34
The Social Style MOdEI™ ..ottt sttt sttt 35
THE SOCTIAL SEYLC...eutiitiieiieciie ettt ettt te e e tbe et e e et e s st e s tbestaestaessbesssesssasssessaessaesssesssesssesseseas 36
VTSALIIIEY ...ttt sttt e st e et e s st e e st e saeesae e st e e eseeeseeene e s eeebeeebeesheeentenneenneeneas 37
The CoOmMMUNICAION PTOCESS ...ttt ettt ettt et e eseesee e e eneeneeneenes 38
Virtual COMMUNICALIONS. ... .euveeuieieieeiteeiteeieeieeetestteetteetteettesstesstesseesseesseesseesseesseesseesseesseesseesseesseenseansens 40
Ky Learning POINTS .....c.cccieciiiiiiiiiie ittt sttt e stte et sete st esttesteestaestsesssesssesssessaesssesssesssesssesseses 41
Module 4  Initiating the Project .43
PrOJECt INTTIATION ..e.vviiviiciieciie ettt ettt et e e taeetbe s et e st estbesteesseesssesssasssesssessaessaesssesssesssesssensens 44
DEfiNING NEEA. ... .eiuiiiiieeiie ettt ettt et esat e s et e sbeesseesaeesneesseesseesseesseesneesneenseenseas 45
DefiniNg FEaSIDIILY ....vicviiiieiiiiicie ettt sttt ettt sttt e steestbestaestbesssessaessaessaesssesssesssenseas 46
Demonstrating Need and Feasibility .........coeoiiiiiiiiiiiieeie et 47
Identify StaKENOLACTS.......ccvieiiiiiiie ettt ettt stb e steestbestaestbessbessaesseesraesssesssesseneas 48

Project Management Overview
PMO V3 Sys-tem-a-tion.



Table of Contents

PrOJECT CRATTET ...ttt ettt b et ettt ettt sb e ebt et e bt sbe et et sbe et enee e 49
PrOJECt DIESCIIPLION ....vviivieieieeiiiciieeiieeite et e e tteete e st e etteetaeetbestbesebessbestsessaesssesssasssassesssessaesssesssesssesseses 50
PTOJECE PUIPOSE ...ttt et sttt st e s bt e s bt e saee s st e sstesseesbeesseesseesseesneenneenseas 51
PrOJECE OB ECHIVES...veviiiiiieireeiticiteciteette et et e et e et e et e e bt e staeetbeetaestbe st e ssbesssessbesssesssesssessaessaesssesssesssenssesens 52
Project REQUITEIMENLS ......oouiieiiiiiiieiie ettt ettt ettt e st e st e steesaeesneesntesbeesbeesseesseesseesneenseenseas 54
THIANELE FIEXIDILIEY ..evviiviiiiiieiiieiiieie ettt ettt e eteeetae st e et estbestbestaesbbestsesssesssessaessaesssesssesssesssesens 55
Ky Learning POINS ........cccuiiiiiiiiie ettt ettt sttt e et e st e saeesseesbeesseesseesneesseenseenseas 56
Module 5  Planning the Project .57
WHhY D0 YOU PLAN? ...ttt sttt sttt e et e st e st e steesseesneesaeenseenneas 58
Components of the Project Management Plan ...........c.cccccviviinieniiniiciicsiceeeeeeesee e 59
PrOJEOE SCOPEC -ttt ettt ettt b et b e bt et et bt bt et e bt bt e st et bt e aeene e 60
Project SCOPE StAtCIMENL.......ccviiiiiiiiieiieeieeie e eteeteste et e et e st e st e steestaestbestsesssesssesseesssesssesssesssessseses 61
Project DElIVETADIES .....c.ceiiieiiiieiecie ettt sttt sttt ettt e st e st esneesneenaeenneas 62
EXCIUSIONS .ttt ettt s et h e et e st et e et e et e s e ese e st em e e aeeseest et easeeseeneense st eneeneenee 64
(010341 11 £ RSRSR 65
ASSUITIPLIONS ...veuvvievveetieetteeireeeteeetesttesstesttesstessseassesssesssesssesssasssasssesssesssesssesssesssesssesssesssesssssssesssesssnsssensens 66
J N 00 (e Y- Te] | PSPPI 67
Plan ProCUTEIMENES .......ouiitiieieieiieeee ettt ettt ettt ettt s et e st e et es et e e e e eseenee s e eneeneeneenes 68
Characteristics of an Effective Project Plan ..........coccocoiiiiiiiiiiiiiiiee e 70
The Investment Of PIANNiNg ..........c.ccciiiiiiiiiiiiiiie ettt sttt sta et e staestaestaesasessaesneas 71
Ky Learning POINTS ........cocuiiiiiiiiie ettt sttt e sttt e saee st esaeesseesbeesseesseesneesseenseenseas 73
Module 6  Decomposition Using a Work Breakdown Structure .75
Project DECOMPOSILION ...ccueieiiiieiiiiieeiieeie ettt ettt e et e et e s ttesaeeseeesteesseesseesseesseesseesseesseesseesseenseenseas 76
Decomposition Using a Work Breakdown StruCture ...........cceecveviinieiieiieeiesieseesiee e sine e 77
Benefits of the Work BreakdoWn StrUCTUIE..........ooiiiiiiiiiiiceeece et 78
Work Breakdown Structure HIerarchy ..........c.cccviiiiiiiiieiieiieciecieses e sen e 79
Work Breakdown Structure FOTMAaL..........ccueeiiiiiiieiieee ettt 80
WBS TOMPIALE....eictiiiiiieiiicie ettt ettt ea et eetae st e s bt e s et e tbesasesseessbesssasssesssesssessaesssesssesssesssensens 81

Project Management Overview
PMO V3

Sys-tem-a‘tion.




iv |

Table of Contents

WBS Graphic CONVENTIONS ......couiruiiuieiiriertieiente sttt sttt ettt et ettt sttt e ste bt ebt et e sbe bt ese et e sbesaeeneenee 82
ACHVILEY DEIINITION . ....uiiiiiiiieiiciicie ettt st et esteesteestbe st estbestsesseesssesssesssesssessaesssesssesssesssesseses 83
ALCHIVITIES ..ttt ettt ettt ettt ettt ettt et e et e et e e st e eate e st e eateeaeeeateen s e eneeenee e et e eateenteenteenteenbeenneeneeenteenes 84
Ky Learning POINTS ........cccuiiciiiiiiiiiie ittt ettestteete st et e s taesteestaestsesssesssesssessaesssesssesssesssessesees 85
Module 7  Estimating ... .87
EStIMAtING ACCUIACY .....cuvieivieiriieriitteetieetteetteetesetestteesaessaesssesssesssesssesssesssesssesssesssesssesssesssesssesssesssesssessees 88
Effort, DUuration, and COSt ........cc.eiiiiiiie ettt e e e et e e et e e e rae e e eareeeeeanens 90
Methods for Estimating EffOrt...........cooviiiiiiiiiiiiiicie ettt sra e st saaeneas 91
Ky Learning POINTS ........cocuiiiiiiiiie ittt ettt st e st e et e st e satesseesbeesseesseesneesseenneenseas 92
Module 8  Sequencing and Scheduling .93
Sequencing and SChEUIING. .......cc.oiiiiiiiiii ettt 94
Determining Sequence and SChedUIC...........ccuiiiiiiiiiiiie e st saa e 95
The NetWork DIagIamm.........cccuiiiiiiiiieeie ettt sttt e st e st esaee s st e sbeesseesseesseesseenseenseas 96
DIEPENACIICIES. ... vievviivieeiieeiie ettt ettt e et e et e stteetaeetaeetaeessessbesssesssesssesssasssesssessesssessaesssesssessserssensens 97
IMHLESEONES ...ttt ettt ettt ettt ettt et e et e et e s et e s et e s et e e st e eneeeseeeatesseesseesseeeseesnteaseesseesseesseesneesneenseenseas 98
Establishing the Network DIagram ...........cccccuiiciiiiiiiiiiiiieciesee ettt srae e seaesaaesaaesneas 99
CIItICAl Pathi....oiiiiiiie ettt et et ettt et et e et e e et e nteenteenreenteeaes 100
Gantt and Bar CRATES .........coiiiiieie ettt ettt s et et e et ene e e st e st et e aeeneeneennes 102
Key Learning POINES .........ociiiiiiieiieiiesee sttt ettt e st et esbee st e seesseesseesseesneenneas 103
Module 9  Risk Management.... 105
RISK MANAZEIMENL ... eeeiiieiiieiieie ettt ettt ettt ettt ettt et et e e eateeabeenbe e st enseenseenseenseenseenseenseenseens 106
WAL 1S RISK?. ..ttt ettt et e et e st e et e e st en e e s e e st ene e s e sseeneeneenees 107
Elements of RiSk Management.............cceecuieruiiiieiiieie ettt ettt ettt ettt eteete e ebeenseenseeneeens 108
Risk Management PIANNING. .........cceivviiriiiiiiiiieiieie ettt eeve e eteesbeebeesseesbeeseesseesseesseasseesseens 109
RISK TAENTITICATION ..ottt ettt ettt et et e be et et et eesbe e beenseenseenseenseenseens 110
QUALItAtiVEe RISK ANALYSIS ..icvviiiiiiieiiiiieieeie e et eve v e eateeveesveesvessbeesbeesbeessessseesseesseasseessessseessesssensns 111
Quantitative RiSK ANALYSIS .....iiiiiiieieeieeie ettt ettt et sttt enteeneeenneenneeees 113
Risk ReSPONSE PIANNING .......ccviivviiiiiiieiieiieieeiteie et eve bt et eeveebeebeesseesbeesseesseesseesseasseesseessessseens 115

Project Management Overview
PMO V3 Sys-tem-a-tion.



| Vv

Table of Contents

Responses for Negative RiSK ......c.cocieiiiioiieieee ettt 115
Responses for Positive Risk and Opportunity ...........ccveevieriieiienienienieieeeesre e esre e eseeseesneens 116

Risk Management MEthOd ..........coouiiiiiiieiieiieieee ettt et ettt ettt et e e b eseeeeens 117
Risk Management WOrKSREEL . ..........cciiviiiiiiiiiciieie ettt b e ebeesbeesbeesbeesseesseens 118
Key Learning POINTS ........cccuiiiuiiiieie ettt ettt ettt ettt ettt ettt et enteesteebeenbeenbeenseenseenneens 119
Module 10  Executing the Project. 121
PrOJECt EXECULION ...eeviieiiieiii ettt ettt et ettt ettt ettt et e et et e e seenteenbeenseenseenseenseenseens 122
Guidelines for Executing a Project Phase ........c..ccievviiiiiiiiiiiiie et 123
Project KICKOTT ...ttt ettt ettt et et e e teebe et e enseenseenseens 124
Tracking Progress via Status REPOTES.......ccuiivviiiieriieieeie ettt eere e ete e ebeeseeseeseesbeesbeesseesseesseens 125
Pitfalls 0f Project EXECULION . ....c..iiiiiiiieiieie ettt ettt et ettt ettt et e e e e enseens 126
Ky Learning POINTS ........cccuiiciiiiiiiieie ettt ettt eteeveesteeveesbeesseeveesseesseesseesseesseesseesseesseessesssesssessseens 127
Module 11  Monitoring & Controlling the Project 129
PrOJECt CONIIOL ...oiviiiiiieie ettt ettt ettt e esb e e b e e bt esbeesbeesbeesbeesseesbeesseesseesseesseesseesseessaesseens 130
Ky CONIOL ACTHVITIES ...euviiieiiiitiiiteiete ettt sttt ettt b et sae st e e 131
Planning Versus Monitor and CONIOL.........c..ccuvivuieriieriieiieiieie e eie et eve e esreeseeseesseeseens 131
Prerequisites for Effective Monitoring and Control............cccoviiiriinineiieniniieeeeeeeeeeeee e 132
TaKing COrTECtIVE ACHION ...vicuviiiieiieieeie ettt e ete e esbeebeebeesbeesbeesbeesseesseesseesseesseesseesseesseesseesseesseens 133

TO MANAZE RISKS...cueieiieiieit ettt et ettt et et et eeteeebeebeenseenseenseens 133

TO Manage QUALILY ...cccveeviiiieiieie ettt ettt et e e e et eeab e et e esbeesbeesbeesseesseesseesseesseesseesseasseassansseens 133

To Shorten the Project Duration (TimMe) .......cccueevuieiiieiiieiieiieie ettt et 134

TO REAUCE COSES ...ttt ettt ettt et et et e b e e bt et enbeeteens 135

To Accommodate INCTeasing SCOPE........coeruirieriiririiieriee ettt et 136

Pitfalls to Project CONMIOL........ccoviiiiiiieiieiieicet ettt eebeebeesbeesbeesseesbeesbeesseesseesseesseesseens 137
Key Learning POINTS ........cccuiiiiiiieie ettt ettt ettt ettt ettt ettt esteesbeebeenbeenbeenseenseenneens 138
Module 12  Closing the Project... 139
CLOSIIZ. .ttt ettt b et b e eh et b e e h et st bt e et et e sh e eb e et e bt bt ettt be et entes 140
LeSSONS LEAIMEA ......eeueiiiiieieie ettt ettt st e s e b e e et et e s e e st et e e e eneeneenneneas 141

Project Management Overview
PMO V3

Sys-tem-a‘tion.




Vi |

Table of Contents

Example CloSEoUt REPOTT......cc.oiuiiiiiiiiiieiieiei ettt 142
Ky Learning POINTS .........ccuiiiiiiiiiiieie ettt eie e eteeveeseesseesseesseesbeesseesseesseesseesseesseessessseessessseens 144
Module 13  Summary and Conclusion.. 145
SUMMAry and CONCIUSIONS .........cviiiiiieeieereeteeteeteeteetresresseseaessbestaesssesssesssesssesssesssesssesssesssesssessees 146
Summary — Critical SUCCESS FACTOTS .....cc.eiuiiiiriiiiiiiiiieeeeeee et 147
Summary — Project Management FUNCLIONS .........c..cceevveeiiiiiiieiie ittt svnesen e sene e 148
(07031 1o] 13 S5 T} 1 PRSP 149
Appendix A Recommended Reading ...... 151
Appendix B Glossary 157
Appendix C Index. 163
Exercises 167
EXERCISE T ..ttt ettt et ettt et et e bt e bt et e bt et e enteens 167
EXERCISE 2.ttt ettt ettt ettt et et e bt et e e bt e bt enseenseenbeenseenseenseenseenneens 169
EXERCISE 3.ttt et ettt et e b ettt et et e bt e b et e et eteens 185
EXERCISE ...ttt ettt ettt ettt et et e bt e bt e bt enseenbeenteenseenbeenseenseenseens 193

Project Management Overview
PMO V3 Sys-tem-a-tion.



Introduction

Project Management Overview

Sys-tem-a‘tion.



2

| Module 1

Introduction

Welcome to the Project Management Overview!

This workshop is designed to give the audience an overview of the project management
process, including the key concepts, tools, and techniques. This workshop will help you
achieve grater success in your work, regardless of whether you...

Know a lot about project management.

Are responsible for managing some kind of project or projects.

Want your project(s) to achieve high-quality results, on-time and within budget.
Are a specialist contributing to one or more projects.

Know very little about project management.

Want to work through the University of Colorado at Denver’s Certificate Program in project
management or other professional programs.

Want to begin preparing for certification as a Project Management Professional (PMP®
through the Project Management Institute (PMI®).*

In any case, you are sure to find this workshop of value.

* “PMI and PMP” are trademarks, service marks or certification marks of the Project Management Institute, Inc., which is
registered in the United States and other nations.”

Project Management Overview
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Workshop Logistics

Use the table below to record the logistics for your particular workshop.

Instructor

Instructor’s e-mail

Start/end times

Lunch (approximate)

Breaks

Facilities

Project Management Overview

Sys-tem-a‘tion.
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Introduction

How to Get the Most Out of This Workshop

Generally, what people get from any workshop is directly related to what they put in. To help
you maximize the value you derive from this Project Management Overview you should
consider doing the following:

» Keep an open mind.

* Respect others’ views.

» Participate.

* Ask questions any time.

» Put aside other work and problems.

* Turn cell phones and pagers to silent.
* Avoid outside interruptions.

* Dress comfortably.

e Have fun!

Project Management Overview
PMO V3

Sys-tem-a“tion.
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Workshop Objectives

This workshop has been designed to help you accomplish a great deal in a short period of time.
By the end of this workshop, you will be able to:

* Understand the key points of the project management process

» Identify some of the tools and techniques

» Practice using some of the techniques during a case study

» Discuss and explore project management ideas, concerns, and issues

* Identify areas that can benefit from applying professional project management principles

Project Management Overview
PMO V3

Sys-tem-a‘tion.
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Workshop Contents

Our agenda today will include the following topics:
* Project management Concepts
» The People Side of Project Management
 Initiating the Project
» Planning the Project
*  Decomposition
» Estimating
* Sequencing and Scheduling
* Risk Management
» Executing the Project
* Monitoring & Controlling the Project
* Closing the Project
*  Summary and Conclusion

Using a case study format, you will have a chance to explore some of these topics in more depth.
You and your teammates will experience some of the project processes and actually apply the
tools and techniques introduced throughout the workshop to the case study. As a result, you will
leave the workshop better equipped to practice more effective project management in your job.

Project Management Overview
PMO V3 Sys-tem-a-tion.



Module 1 | 7

Introduction

PMBOK® Guide

All definitions and processes included in this workshop are consistent with the Project
Management Institute’s 4 Guide to the Project Management Body of Knowledge (PMBOK®
Guide). This workshop will also help you understand the nine Project Management Knowledge
Areas defined by the Project Management Institute (PMI®).

The knowledge areas are:

* Project Integration Management —Ensuring that the various elements of the project are
properly coordinated.

* Project Scope Management —Ensuring that the project includes all the work required, and
only the work required, to complete the project successfully.

* Project Time Management —Ensuring timely completion of the project.

* Project Cost Management —Ensuring that the project is completed within the
approved budget.

* Project Quality Management —Ensuring that the project will satisfy the needs for which it
was undertaken.

* Project Human Resource Management —Making the most effective use of the people
involved with the project.

* Project Communications Management —Ensuring timely and appropriate generation,
collection, dissemination, storage, and ultimate disposition of project information.

* Project Risk Management —Identifying, analyzing, and responding to project risk.

* Project Procurement Management —Identifying which project needs can be best met by
procuring products or services outside the project organization.

Project Management Overview
PMO V3
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Project Management Concepts

Project Management in the Enterprise Environment

Project management is a “scalable” discipline, meaning that it can be applied to efforts of all
sizes, from extremely large to quite small. Organizations view project management as a way to
help them efficiently accomplish the work required to achieve both short- and long-term strategic
plans.

Project management exists in a larger context that includes portfolio management, program
management, and, more and more often, the project management office.

Keep in mind that, in any organization, the work can be divided into two distinctive categories:
operations and projects. Operations and projects share many characteristics. Both are performed
by people using scarce resources, and both must be planned, organized, and controlled. However,
operations are typically repetitive and ongoing. They are intended to sustain the business. A
project, on the other hand, has a definite beginning, and it ends once its objectives have been
realized.

Many operations types of work can be “grouped” or “batched” and managed as projects.
Organizations that do this are engaging in “managing by projects.” The types of operations that
lend themselves to managing by projects are often cyclical or repetitive undertakings such as
publishing a newspaper or coordinating multiple releases over a period of time.

An organization’s strategic plans may be divided into a hierarchy of programs, projects, and
sub-projects. Sometimes these programs and projects may be grouped by portfolio. Project
management concepts can be applied at each of these levels to manage the work.

Program
Project Project
Sub-Project 1 Sub-Project 2 Sub-Project 3

Project Management Overview S)’S' tem- a,. tiOn ‘.
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Programs

A program is a group of related projects managed in a coordinated way to obtain benefits and
control not available from managing them individually. Programs may also involve a series of
repetitive or cyclical undertakings. Applied at the program level, project management is referred
to as “program management” and focuses on achieving the program’s strategic objectives and
benefits.

A Program

A group of related projects managed in a
coordinated way to obtain benefits and control not
available from managing them individually.

Projects and Sub-Projects

A Project

A temporary endeavor undertaken to
create a unique product, service, or result.

A project is also something that, in some unique way, has not been done before, and, therefore,
each project is different in some way from other projects. Sometimes a project is so large that it
must be divided into sub-projects.

Sub-Project

A smaller portion of the overall project created when
a project is subdivided into more manageable components
or pieces.

Project Management Overview
PMO V3

Sys-tem-a‘tion.
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Project Management Concepts

Project Management Offices (PMOs)

As project management matures as a discipline and as organizations become more mature in

the application of project management within their environments, project management offices

are becoming more common. A project management office (PMO) is an organizational unit that
centralizes and coordinates the management of projects and programs under its domain. A project
management office may also be referred to as a “program management office,” “project office,”
or “program office.”

Project management offices can serve many functions. Organizations may define the roles and
responsibilities of the PMO much differently from that of other organizations. Some functions of
a PMO may include:

* Training, coaching, and mentoring

» Oversight of projects

* Managing shared resources across all projects administered by the PMO

* Project management software selection and support

* Identifying and developing project management methodology, best practices, and standards

» Developing and managing project policies, procedures, templates, and other shared
documentation

* Monitoring compliance with project management standards, policies, procedures, and
templates via project audits

» Coordinating communication across projects

* Managing shared resources across all projects administered by the PMO

Project Management Office (PMO):

An organizational body or entity assigned various
responsibilities related to the centralized and coordinated
management of those projects under its domain.

Project Management Overview
PMO V3 Sys-tem-a-tion.
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Project Management Concepts

So What is Project Management?

Projects, because they are unique, generally involve some risk. To minimize the risk to the
organization, and to achieve the greatest possible benefit, it is helpful to have a process for
ensuring a successful outcome.

Therefore, we can define project management as:

Project Management:

The application of knowledge, skills, tools, and techniques
to project activities to meet project requirements.

Project management typically involves the following:
* Identifying requirements

* Addressing the various needs, concerns, and expectations of the stakeholders as the project is
planned and executed

» Balancing the competing project constraints including, but not limited to:

*  Scope

¢ Quality

* Schedule
* Budget

e Resources
e Risk

Overall, project management is a managerial approach that can be applied to the management
of projects and the management of some operations that are redefined as projects. For example,
project management can be used to oversee the development of a new product; but it can also be
used to oversee regular maintenance operations that are “batched” into “projects.”

The discipline of formal project management continues to emerge and mature as a profession.
Thus, a variety of terminology and methods are in practice, and much knowledge rests with
individual project managers. The Project Management Institute, or PMI®, has identified and
published in its 4 Guide to the Project Management Body of Knowledge (PMBOK®Guide)
proven, traditional practices that are widely applied and generally accepted.

Project Management Overview
PMO V3
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Project Management Concepts

Some organizations use a formal methodology, such as KnowHow™, to provide a consistent
structure for project management. Methodologies may consist of particular steps, processes, and
tools or templates used within an organization or industry when creating products or services.
The tools and practices that comprise this workshop are PMI compliant and provide the project
manager with techniques that can be used with virtually any project management methodology in
any culture or environment when managing projects.

Project Management Overview
PMO V3 Sys-tem-a-tion.



Module 2 | 15

Project Management Concepts

The Project Management Process

A process is any group of sequential or iterative activities designed to produce a desired result.
The project management process is iterative and concerned with describing, organizing, and
controlling the work of a project. It consists of five process groups, as illustrated and defined
below:

Monitoring &
Controlling Processes

Planning
Processes

Enter Phase/ Initiating Closing Exit Phase/
Start project Processes Processes End project

Executing
Processes

Figure 3-1. Project Management Process Groups
A Guide to the Project Management Body of Knowledge (PMBOK® Guide) — Fourth Edition. ©2008 Project Management Institute, Inc. All Rights Reserved.

* Initiating Process Group — Those processes performed to define a new project or a new
phase of an existing project by obtaining authorization to start the project or phase.

* Planning Process Group — Those processes required to establish the scope of the
project, refine the objectives, and define the course of action required to attain the
objectives that the project was undertaken to achieve.

* Executing Process Group — Those processes performed to complete the work defined in
the project management plan to satisfy the project specifications.

* Monitoring and Controlling Process Group — Those processes required to track,
review, and regulate the progress and performance of the project; identify any areas in
which changes to the plan are required; and initiate the corresponding changes.

* Closing Process Group — Those processes performed to finalize all activities across all
process groups to formally close the project or phase.

Project Management Overview
PMO_V3
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Project Management Concepts

The process groups are NOT phases and do not take the place of a project lifecycle. The project
management process and its process groups are independent of application areas, type of project,
and industry. In other words, the project management process and its process groups guide the
work of any type of project in any industry.

The process groups apply to both the structure of an entire project and to each phase within
a project’s lifecycle. For example, a project will be initiated, planned, executed, controlled,
and closed. However, each progressive phase within the project lifecycle or organization’s
methodology should also be initiated, planned, executed, controlled, and closed.

Project Management Overview
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Project Phases

The phases in a project lifecycle improve management control and provide for links to the
ongoing operations of the performing organization.

The transition from one phase to another in a project lifecycle usually involves a “handoff,” in
which the deliverables from one phase are used as input to the work on the next phase. However,
sometimes phases may overlap when the management team deems the risk is acceptable. In
systems this overlap may be called the Waterfall System Development Lifecycle. In project
management, the concept of overlapping is called “fast tracking.”

At the completion of a phase, the project manager will review the deliverable(s) and the project’s
performance, detecting and correcting any errors and/or variance. The management team will
also decide whether the project should proceed to the next phase.

Project Phase

A collection of logically related project activities,
usually resulting in completion of a major project deliverable.

Project Management Overview
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Project Lifecycle

A project lifecycle consists of product-oriented processes that specify and create the project’s
product. It may have two or more distinct and sequential project phases that connect the
beginning of the project to its end.

Project management processes and product-oriented processes overlap and interact throughout
the project, allowing the organization and the project manager better control. This also enables
project risk to be reduced because early phase work identifies and helps reduce the risk level
before subsequent, more expensive phases are entered.

Project Life Cycle

A collection of generally sequential project phases whose
name and number are determined by the control needs of the
organization(s) involved in the project.

Project life cycles typically define:

*  What work should be done and what deliverables will be created in each phase.
*  When each deliverable is created within a phase.

*  Who should be involved in each phase.

* How to control and approve each phase.

Some examples of project life cycles include the Waterfall System Development lifecycle, the
Spiral Model, and Rational Unified Process (RUP).

Example of a PLC:

Plan H Design HDevelopH Test ]—Emplement
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Rolling Wave Planning

Key challenges in project management include anticipating what must be done to achieve project
objectives, how long it will take, and how much it will cost. A chief difficulty is that the future is,
by definition, unknown. Rolling wave planning takes this into account.

Rolling Wave Planning:

A form of progressive elaboration planning where the work to be
accomplished in the near term is planned in detail at a low level of the
work breakdown structure, while the work far in the future is planned

at a relatively high level of the work breakdown structure. The detailed

planning of the work to be performed within another one or two periods

in the near future is done as work is being completed during the current
period.

The rolling wave planning concept recognizes that a plan is a view of the project at a particular
moment in time. The further into the future the plan reaches, the less accurate the plan tends to
become. While short-term plans may be reasonably accurate, longer-term plans are, by nature,
less accurate. Therefore, a plan must continually be updated as a project moves from start to
finish. With rolling wave planning, it becomes clear that planning is an iterative and ongoing
process within project management.
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What Defines a Successful Project?

Although planning is an iterative and ongoing process within a project, a project manager and
the project’s stakeholders must understand and agree upon the project’s success criteria. When
stakeholders agree about how to define the success of their project, planning can then focus on
those activities that are most effective for the project’s success.

Many factors may define the success of a project.

Use the space below to record your criteria for a successful project.

Project Management Overview
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The Project Management Triangle

Success on projects depends on many factors. One definition of project management is that
it is any set of activities performed to achieve a specific result within a specific time and at
a specified cost. This is often called the “triple constraint.”

The three factors of scope, time, and cost are interdependent. In other words, changing one may
change the others. For example, if the scope of a project is expanded, it will likely cost more,
take more time, or both. If it is desired to reduce the time the project takes, generally the cost will
increase, the scope must decrease, or both.

Therefore, it can be said that project management is a science of making intelligent trade-offs
between time, cost, and scope. To ensure that the project manager makes trade-offs in the best
interest of the project, the Sponsor and key customers must agree on how to prioritize the sides
of the triangle. Understanding the relative priority of time, cost, and scope will clarify decisions
and approaches as the project proceeds.

Scope

Project Management Overview
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Critical Success Factors

Projects involve risk and uncertainty. Several factors reduce this risk and help to ensure success.
These factors include:

* Clear understanding of the project goals and objectives.

* Clear understanding of the requirements.

* Involvement of clients and management.

* Realistic estimates and schedules.

» Day-to-day control of the project.

*  Well-managed client and management expectations.

» Effective communications.

Note that the last, “effective communications,” helps to ensure that the other factors will be
present. As we will see, much of project management involves communication.

Project Management Overview
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The Project Manager’s Skills and Knowledge

The project manager should possess a number of skills to manage a project successfully. The job
is multi-dimensional and requires ability in five specific areas.

* Project Management Body of Knowledge.
This knowledge is specific to the discipline of project management. It includes understanding
various project life cycles, the five project management process groups, and the nine
knowledge areas.

* Knowledge, Standards, and Regulations of the Application Area.
A project manager does not need to know how to do the job of each team member. However,
he or she must be aware of the supporting disciplines, such as legal or training, that are
required for specific types of projects, as well as a basic understanding of the technical
project elements, such as software development or specific types of engineering.

* Project Environment.
The project manager should understand the context of the project and how it fits into and
affects the cultural and social environment, the international and political environment, and
the physical environment.

* General Management.
General management skills involve planning, organizing, staffing, executing and controlling
the activities of an enterprise. These same skills are necessary to plan, staff, execute and
control a project. They may include and understanding of accounting, purchasing, sales
and marketing, contracting, strategic, tactical, and operational planning, and personnel
administration.

* Interpersonal Skills.
Having technical and organizational skills can take a project manager only so far. Because
projects are accomplished through people, interpersonal skills are vital to the success of any
project manager. These skills include effective communications, leadership, the ability to
influence the organization, motivation, negotiation and conflict management, and problem
solving.
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The Project Manager’s Role

The project manager performs a variety of functions, all geared toward achieving the outcomes
desired from the project.

Some of the most important functions are:

* Provide leadership and motivation.

* Coordinate team members.

» Facilitate the work.

» Control the project.

* Maintain focus.

* Maintain commitment.

* Manage stakeholder expectations and relationships.
* Influence the organization.

» Use resources efficiently and effectively.

Project Management Overview
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The Project Participants

In addition to the project manager, the three other principal project roles include:
* Project Sponsor

e Stakeholders

* Project Team

The Project
Manager

- - .
Project Team

Stakeholders

Project Sponsor

Project Management Overview
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The Project Sponsor

The Project Sponsor:
» Ultimately makes the decision that the project is worthwhile and should go forward.

* May be from the client organization, the organization that is responsible for managing
projects, or the organization that will actually perform the work of the project.

« Commits organizational resources — people, their time, and a budget — to the project.
» Authorizes the project and is responsible for making crucial decisions.

Critical decisions commonly involve trade-offs. The project manager analyzes the impact of
change requests on the project scope, using some of the techniques we shall explore later.

Let’s suppose the request will result in a need for some additional people to work on the

project team. If the project manager lacks the authority to acquire resources, then it will generally
be the Sponsor who decides whether the organization can afford to commit additional people to
the effort.

For the project to be effective, it is important that the Sponsor:
* Is committed to the project.

» Provides guidance and direction.

* Reviews progress.

» Has the ability to allocate or secure resources.

» Allows autonomy by the project manager and project team.
* Makes critical decisions.

» Has the authority to cancel the project.

Project Management Overview
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The Stakeholders

Stakeholders are individuals and organizations who are actively involved in the project or whose
interests may be positively or negatively affected as a result of project execution or project
completion. They may also exert influence over the project and its results.

Stakeholders may include:

Project manager, sponsor, and team

Clients or customers

Owners or users of the product or service that the project is producing or modifying
Managers and organizations who supply funding, materials, people, or other resources
Vendors, contractors, suppliers

Professionals or other specialists serving on the project team

Regulators or legal agencies

Members of the public who will be affected by the project outcome

PMO

Portfolio managers/portfolio review board

Program managers

Sometimes it may simplify the stakeholder identification process by creating categories of
stakeholders that are common for certain types of projects. Categories may be internal and
external stakeholders, owners and investors, or sellers and contractors, to name a few.

1t is important to identify the project stakeholders and involve them early in the project, and it
helps if the stakeholders possess the following characteristics:

Are committed to the project

Communicate clearly their requirements
Actively participate in the project

Make time and allocate resources for the project
Take ownership upon project completion

Are available throughout the project as needed

Sys-tem-a‘tion.
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The Project Team

Project team members:
* Report either directly or indirectly to the project manager.
* Can be a temporary organization that exists only for the length of the project.

» Typically possess skills, knowledge, and expertise that are required to achieve the desired
project outcomes.

One challenge many project managers face is that some project team members may not be
dedicated full time to the project. It can be challenging to negotiate with them and with their
managers to ensure that they will make time for project activities. This challenge is further
compounded when project team members do not report to the same manager as the project
leader, since they may have performance goals that differ from — or worse, that conflict with —
the goals of the project.

Another challenge is to get the team to think and act as a team. Team building is an essential
activity for the project manager.

For success, it is helpful if the project team members:
* Have commitment to the project.

» Can provide the necessary skills and creativity.

» Participate in planning and decision making.

* Function as a team.

Anything the project manager can do to build the buy-in and commitment of project team
members will enhance the likelihood of a successful project outcome.
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The Project Environment

Projects do not occur in a vacuum. Instead, they take place in organizations that have distinct
cultures, structures, and systems. Each of these factors influences the project and its success.

Project
Sponsor

Stakeholders

Culture and Style.

The culture and style of the organization consists of its collective norms, standards, and
behaviors. It reflects and also shapes organizational values and attitudes. Some organizations
have a culture that actively supports project management. They grant project managers
significant autonomy and authority to make decisions. Other organizations may have cultures
that are neutral toward project management or even hostile to it. For example, in some
organizations, rewards are given to people who are considered active, rather than those who take
the time to plan carefully. This may result in “crisis management,” where people are rewarded
for “fire fighting,” while those people who work thoughtfully behind the scenes to prevent fires
are ignored.
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Structure

Structure focuses on the organization overall, the organization of projects, and the involvement
of project management offices (PMOs). Organizations that are project-based perform project
work for others under contract or manage their work by project and, therefore, have systems in
place to support project management. Non-project-based organizations lack those systems and
deploying project management practices is more difficult.

The organizational structure itself can be classified as functional, projectized, or matrix. In a
functional structure, people are located within functional areas such as marketing, accounting,
design, or development. Projects are then limited to the boundaries of the functional area. For
example, the design area does “design projects,” while the development area does “development
projects.” Communication between the two projects happens between the hierarchical functional
managers of the two functional areas.

In a projectized organization, the project managers has a great deal of authority, sometimes with
the project team members reporting directly to him or her. Functional areas do exist in this type
of a structure, but they provide support services to projects.

A matrix organization is a blend of functional and projectized. People may reside in a functional
area, but they are pulled out of that area to report to a project managers for the duration of a
project. The matrix may be weak, with the project managers having limited authority; or it may
be strong, with the project managers having a great deal of authority and autonomy over the
project and the team.

Any organization, regardless of structure, may have a project management office (PMO).
The function of a PMO may range from advisory, to policy and procedure development, to full
authority over projects and project staff.

Project Management System

The project management system consists of tools, techniques, methodologies, resources, and
procedures used to manage projects. In organizations that have a project management system,
project managers do not have to “re-invent the wheel.” They instead have access to information
that helps to guide their progress through a project to minimize risk and maximize success. In
organizations that have a PMO, the PMO often manages this system.
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Key Learning Points

* A project is a temporary endeavor to create a unique product, service, or result.

» A sub-project is a smaller portion of the overall project created when a project is subdivided
into more manageable components or pieces.

* A program is a group of related projects managed in a coordinated way to obtain benefits and
control not available from managing them individually.

» A portfolio is a collection of projects or programs and other work that are grouped together to
facilitate effective management of that work to meet strategic business objectives.

» The five key process groups of the project management process include: initiating, planning,
executing, controlling, and closing.

* Rolling wave planning helps us understand that planning is an ongoing and iterative process,
and a plan is a view of a project at a particular point in time.

» Changes to one side of the project triangle (time, cost, or scope) will most likely affect the
other sides.

» Project participants include the sponsor, project manager, team, and other stakeholders.

» Projects take place in organizations that have distinct cultures, structures, and systems.
Project managers must understand the environment in which the project is taking place.
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Monitoring &
Controlling Processes

Planning
Processes

Initiating
Processes

Executing
Processes

Closing
Processes

Oo0Oo0oo0o00 oooouoooouooooogoaog

Develop Project Management Plan
Scope Planning

Scope Definition

Create WBS

Activity Definition

Activity Sequencing

Activity Resource Estimating
Activity Duration Estimating
Schedule Development

Cost Estimating

Cost Budgeting

Quality Planning

Human Resource Planning

Communications Planning

Risk Management Planning
Risk Identification

Qualitative Risk Analysis
Quantitative Risk Analysis

Risk Response Planning

Plan Purchases and Acquisitions

Plan Contracting

Sys-tem-a‘tion.
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Why Do You Plan?

One of the most important activities on any project is planning. Recall that a project is designed
to produce something unique; in other words, the project represents something that has never
been done before. Therefore, all projects involve some degree of risk. Planning is an essential

strategy for managing and minimizing that risk.

Planning has many benefits. A good plan helps the project manager...

Understand the project.
Understand the requirements.

Maintain appropriate focus.

Develop a baseline for measuring progress.

Manage expectations.

Manage quality.

Manage and respond effectively to change.

Avoid disaster.

Measure success.
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Components of the Project Management Plan

These components help to identify “what” it is you are going to do. Note that many
organizations include some or all of these items in the project charter document.

* A project charter (created in initiation)

* A project scope statement (preliminary project scope statement may have been created in
initiation)
These components help to identify “how” you are going to do it:

* Project approach * Key milestones

* A work breakdown structure (WBS) that Identification of required resources
decomposes the project (people, equipment, etc.)

» Estimates of activity times and costs * Subsidiary management plans for

o . ) communication, quality, and change
* Sequence of activities required to achieve

the objectives * Analysis of key risks to the project

* Aproject schedule

Planning consists of many processes and results in many components. However, this does not
mean that project management is primarily planning. Keep in mind that the amount of planning
should align with the scope and needs of the project. In other words, more complex projects
require more depth and breadth of planning than do simple and straightforward projects.
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Project Scope

A clear definition of project scope provides a foundation for confirming and developing common
understanding of the project among stakeholders. Scope is also the basis for making future
decisions concerning the project. As the project progresses, the scope may need to be refined as
changes to the project are approved.

The project manager must be aware of two types of scope: product scope and project scope.

Product scope is defined as “the features and functions that characterize a product, service, or
result.” The processes, tools, and techniques used to define and manage product scope vary by
application and are usually defined within a project lifecycle.

In this workshop we will focus on the processes, tools, and techniques used to define and
manage project scope. Project scope is the work that must be done to deliver a product, service,
or result with the specified features and functions. Scope planning identifies how the project
scope will be defined, verified, and controlled and how the work breakdown structure will be
created and defined.

Project Scope

The work that must be performed to deliver a product, service, or result
with the specified features and functions.

The project manager must manage both project scope and product scope to ensure a successful
project. The project manager will measure project scope against the project plan; product scope
will be measured against the requirements.
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Project Scope Statement

Project scope is defined by a scope statement, which makes clear the boundaries of the project.
This statement specifies what the project will provide and contains criteria that allow the
project manager and other stakeholders to identify whether a project or project phase has been
completed successfully. Project teams may develop multiple scope statements that define the
levels or components of work to be done by sub-teams on a particular project.

At a minimum, the project scope statement includes:

* Product scope description — Progressively elaborates the characteristics of the product,
service or result described in the project charter and requirements documentation. This
description specifies sufficient detail to bound scope of the project. It will get into details of
features and functions that characterize the product, service or result.

* Product acceptance criteria — Defines the process and criteria for accepting completed
products, services, or results. What must be completed or proven before the customer/user
accepts that the project is finished. Defining this information during planning manages
expectations and prevents surprises later during the execution of the project.

* Project deliverables — Deliverables include both the outputs that comprise the product or
service of the project, as well as ancillary results, such as project management reports and
documentation.

* Project exclusions — Generally identifies what is excluded from the project. Explicitly
stating what is out of scope for the project helps to manage stakeholders’ expectations.

* Project constraints — List and describes the specific project constraints associated with the
project scope that limits the team’s options. Examples might be a set budget or a mandated
completion date.

* Project assumptions — Lists and describes the specific project assumptions associated with
the project scope and the potential impact of those assumptions if they prove to be false.
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Project Deliverables

To satisfy each project objective, one or more deliverables must be produced. Deliverables are
the products, or outputs, of the project itself.

Project Deliverable

Any measurable, tangible, verifiable outcome, result, or item that must be
produced to complete a project or part of a project.

The term “deliverable” is often used in a narrow sense to refer to those deliverables subject
to approval by the sponsor or customers. However, deliverables also include project life cycle
or methodology deliverables (such as requirements documents) and project management
deliverables (such as status reports and budgets).

We can distinguish between three forms of deliverables:

* Interim deliverables — those elements that must be produced during the project in order to
enable the creation or production of final outcomes.

* Final deliverables — those elements associated with interim outputs that are delivered to
someone, usually the Sponsor or customer. (Final deliverables are synonymous with external
deliverables.)

* Project management deliverables— those elements associated with the process of
managing and communications about the project.
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Examples of interim deliverables may include:

* Design documents

* Requirements documents

Examples of final deliverables may include:

* Products (code, a manual, or an online tutorial)

* Services (electronic bill paying)

* Results (product selection or research results)

* Reports (“Disaster Recovery Plan” document)

* Training (a self-paced Microsoft® Project workshop on CD-ROM)
* Documentation (user guide for a new software package)

*  Warranty/support (90-day on-site technical support)
Examples of project management deliverables may include:
« Status reports

* Performance reports

* Budget

* Closeout project summary report

As you can see, deliverables need to be tangible. They allow project stakeholders to agree that
project objectives have been or will be met through tangible products.
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Exclusions

Exclusions

Products, services, or processes that are not
specifically a part of the project.

In theory, anything not explicitly included in the project deliverables is implicitly excluded from
the project.

In practice, however, various stakeholders have differing ideas and assumptions about what
the product will and will not produce. When project managers fail to clarify and obtain formal
agreement about project exclusions, misunderstandings often result, and misunderstandings are
the primary cause of conflict.

Therefore, it is very important for project managers to state explicitly what will not be included
in the project.

Project Management Overview
PMO_V3

Sys-tem-a’tion.



Module 5 | 65

Planning the Project

Constraints

Various parameters and boundary conditions will exist for virtually every project.
The organization, the sponsor, and/or the customers often set constraints.

Constraints:

Factors that will limit the project team s options.

Constraints may include the following:
* Predefined budgets

* Predefined schedules (deadlines)

* Limited resources

* Technology limitations

*  Geographic concerns

* Operational procedures or processes
» Political and/or cultural factors

* Legal or contractual obligations

Constraints represent factors that project teams must account for as they develop their
solution for providing project deliverables. If not handled effectively, constraints may
translate into project risks.

Project Management Overview
PMO V3

Sys-tem-a‘tion.




66 | Module 5

Planning the Project

Assumptions

It is impossible for project managers and project team members to know all relevant
information at the start of any project. In fact, customers, sponsors, and other key
stakeholders rarely have all the information desired. Therefore, project managers must
identify and make certain assumptions.

Assumptions:

Factors that, for planning purposes, will be
considered to be true, real, or certain.

Assumptions must be made when information is absent:

» Itis imperative that they be clearly and explicitly documented.
* They should be communicated to all parties.

* Most key stakeholders should agree on them.

Assumptions often form the bases for later changes to the project plan. It is important to
track and revisit them, for they are often validated or refuted as the project progresses and
more detailed information becomes available.

Examples:
* All resources will be made available per project plan.

» Internal subject matter experts (SMEs) are available to populate the content.
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Approach

Even while project planning is underway, project managers should begin thinking about
the general strategies that can be used to achieve project objectives and produce the project
deliverables. This broad, high-level strategy is called the project approach.

Approach

A description of the project management strategies
or summary of other management plans for
achieving project objectives and deliverables.

Various decision models can be used to compare approaches to the project. Decisions can then
be made as to which approaches offer the greatest potential benefits. Regardless of the approach
chosen, it must be stated clearly enough that the sponsor can understand it and provide his or
her approval.

Project approaches define broadly the means by which the deliverables might be created.
Factors to consider include:

» What can be done to help achieve project objectives?

»  What tools and techniques are available?

*  Which tools and techniques seem best suited to the needs of this particular project?
Examples:

» All graphics will be outsourced to ABC Graphics Company.

* Project will be managed in accordance with KnowHow™ Methodology.
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Plan Procurements

Some approaches may include outsourcing work or acquiring products or services from a
supplier. Once the project team has identified the scope of the project, created a preliminary
WBS, created high-level estimates of work and cost, and analyzed the project’s risks, it is time to
begin planning for any procurement.

Plan Procurements

The process of documenting project purchasing
decisions, specifying the approach, and identifying
potential sellers

The team may use a make-or-buy analysis or expert judgment to help them decide how to plan
possible purchases and acquisitions.

Working with outside resources requires some degree of experience, as there may be legal issues,
financial difficulties, and disagreements over the quality of their work processes or deliverables.
Novice project managers should get assistance from a more experienced project manager,
supervisor, peer, or professional contact who has worked with outside resources.

The output of this effort normally includes the following items:

*  Procurement management plan — The document that describes how procurement
processes from developing procurement documentation through contract closure will be
managed.

* Procurement statements of work — These documents define the portion of project scope
that will be included in each potential contract.

* Make-or-buy decisions — Conclusion reached regarding what project products, services
or results will be acquired from outside the project organization or will be performed
internally by the project team. Detailed analysis or simple justifications may be included.

* Procurement documents — These are the documents used to solicit proposals from
prospective sellers. They typically include the statement of work, terms and conditions
and other information concerning the details of the procurement.

* Source selection criteria — These are criteria that the buyer develops to ensure that
prospective offers are evaluated against criteria of importance to the buyer. Purchase
price can be the dominant criteria, but others can include how well the seller understands
the needs of the project, technical capability, management approach, technical approach,
and risk management approach.
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If the team decides to procure outside resources, products, or services, they will plan how the
relationship will be managed. In any relationship involving outside resources, there is a buyer
(usually the internal project team) and a seller (generally a vendor, contractor, or supplier).
Buyer/seller relationships may exist on many levels throughout the project, and each will involve
the development of a contract.

Contract

A mutually binding agreement that obligates
the seller to provide the specified product or service or
result and obligates the buyer to pay for it.

Contracts can take several forms:

* Fixed-priced or lump-sum contracts
Involves a fixed, total price for a well-defined product.

* Cost-reimbursable contracts
Involves payment to the seller for the seller’s actual costs plus a fee for the seller’s profit.

* Time-and material-contracts
A hybrid between fixed-price and cost-reimbursable contracts. Like cost-reimbursable
contracts, time-and-material contracts are open-ended. However, fixed rates can be associated
with the contract as in fixed price contracts.
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Characteristics of an Effective Project Plan

The project plan is a formal, approved document that can be used to manage and control project
execution. It should be distributed in accordance with any communication management plans.

The plan must document project planning assumptions and be detailed enough to guide the
execution of the project.

In addition, a good project plan will be...

Easy to understand

Easy to read

Communicated to all participants (key stakeholders)
Appropriate to the project’s size, complexity, and criticality

Prepared by the team, rather than the individual project manager

A key challenge in achieving project success is earning consensus and buy-in from all key
stakeholders. By including these stakeholders in project plan development, the project manager
allows them to have ownership of the plan. This often translates into greater commitment, which,
in turn, results in enhanced motivation and productivity.
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The Investment of Planning

Novice project managers are often eager to “get going” on their projects. From their perspective,
extensive planning is wasted time — time that interferes with and unnecessarily delays progress
on the project.

In addition, some organizations have neither the culture nor the structure to support project
planning. In such organizations, visible and tangible results are rewarded more highly than
thoughtful, considered planning efforts.

These beliefs overlook an important fact: A direct correlation exists between the quality of

a project plan and the quality of execution of the project. The Standish Group (*http://www.
standishgroup.com) and IEEE (the Institute of Electronics and Electrical Engineers/*http://www.
ieee.org) have attempted to quantify the benefits of planning.

*These web sites are current at the time of publication.

Project Management Overview
PMO_V3

Sys-tem-a‘tion.
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Planning the Project

Use the chart below to record the investment and benefits of planning.

(Your facilitator will develop this chart during the workshop.)

Deadline

umoOxCOoOwma

PROJECT DURATION
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Planning the Project

Key Learning Points

* A project plan includes components detailing what you are going to do and how you are
going to do it.

* Planning helps everyone to better understand the project requirements and to maintain focus.
* A baseline serves as a measurement for progress and change.

» The project scope includes the work that must be done to deliver the product or service.

* The measurable outcomes from a project are known as deliverables.

» Exclusions help to clarify those products, services, or processes that are not part of
the project.

» The approach describes the project management strategy for achieving the project objectives
and deliverables.

* In plan procurements, the team determines the work that will be done by the project team and
the work that will be allocated to a seller.

* An effective plan is created by the team, is easy to understand, and is appropriate to the scope
and complexity of the project.

*  One hour of planning can later save several hours of corrective activity.

Project Management Overview
PMO V3

Sys-tem-a‘tion.





